OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
7 ) RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Ramrds Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section,

FOR AGENCY USE 1. Agency Addr : FOR RECORDS MANAGEMENT USE
Apglication Date . - De-p‘ffr f':mentfos HtfminSResc?urces Application Number .
3/10/77 Division o ocla ervices 7 :
_ Program Unit - Protective Services 7 7 'ﬂ
App#ji)?{hltnlf}ulmw 47 Trinity Avenue Date Recoived Date Compiated
Atlanta, Ga. 30334 . MR 10 1977 | MAR 301977
2. Parson to Contact : Warking Title Telephone Numhar
Barbara Cundiff Social Service Consultant 656-4470

3. Action Reguested ,
a. X Estabusn Retsntion Schedule; record will continue to accumulate.
b. O Dispose of prasant accumuiatlon, no turther accumulation ant:clpated - -

¢ Amend Application No. Check One: [) Change; O Supercede; O Void

4. Dates of Serias 5. Records Series Title (followed by title used in office; if different)

Earliest © Latest . : H
1972 7 | Present Child Abuse Report Files

8. Division and Office Function l What is the function of the Division and the Office in which this record series is created? §

The Divisjon of Soc.1a1 Services is responsible for administering, supervising and regulat.mg
non-medical service programs directed to the indigent and youth of the State. These services
include the licensing of Day Care Centers, the placing of foster and adoptive children; and H
for providing counsellng services in the areas pertaining to the dellvery of community
soclial services.

Protective Services coordinates the receipt ,0f Child Abuse Reports completed on each child
allegedly abused that is referred to County Family and Children Services Departments. The
completed reports provide necessary data on this particular group of children and their
families so that Protective Services may determine the scope of problem in Georgia and

(See attached sheet )

7. Record Series Description ~  This file contzins the fonowmg documents (include form numbers and titles, if any):
_ Attach samples of the file.
Documents relating to: the receipt and tabulation of Chi 1d Abuse Reports.

Included are: Child Abuse Reports (DCS/S555-431) identifying parents or guardian of child, addrdss,
name of abused child, personal characteristics, date of abuse, injuries sustained and -
similar and related information pertinent to ‘abuse report; and poSSJ.bly follow—up corre-=
spondence pertaining to abuse case. :

Files are arranged chronologically by year in which report was submltted thereunder .
alphabetically by ch:.ld's name. ) -

3. Maﬁthly Reference Rate How often are records referred to which are:

Onae to six months old __—.5, Seven to twelve months old __25 ___; Thirteen to twenty-four months old __10 _____;

mntv -five months and older

-

9. Annuai Rate of Accumulation of Rmrds z
.- Letter-size drawers ; Legalsizedrawers . ; Shelves _ ; Other (specify)

885 reports 1976; 479 reports 19752

-

“AR=80=71; Rev, 78 DRI (Over)



vES | NO_| 10. Questionnsire __(Place an ““X" in the proper column) o

R a. Is this the official copy of the series? ' . ]
If not. where is it? ‘ - : :

b. 8“' ?' é‘ﬂeé ﬁntam conﬂdential mformatmn requmng sacurity handlmg? If yes, cite Iaw of regulation.

Z

X | ¢ s this a vital record? .
X g Does this serias have historical or Ionlterm research value? Possible long term research value

. When one or two documents in the file make it necessary to keep the entire file for a long period, couid these

X
X y " ' ] .t 3 DHR Annual Report -
g ls ths ﬂiformatlon con ned :g lthls series ever analyud and/or recorded in a summarized report? '
X 1f ves. attach coov, Yy Reports _ o
h, |s thers a duplication of this series in your office, or in another office or agency? S
X _ If ves, whera? County Department of Family & Children Services _
X | i Isthis saries (ar » major portion of it) reqularlv microfilmed? | o R
X | 1 Does the record series result in a computer printout? : e
11. Retention Requirements The following requirss the saries to be kept: :
-a. State Law — years. d. Audit period o years.
b. Statuts of limitation - R years. e. Administrative need 10 years,
¢. Federal law years. f. Federal ratention instructions years,

Attach copy or excert of laws or regulations. Explain administrative need.
Based on units limited reference experience a 10 year reference is needed.

T

12. Approved Dlspositibn Instructions  This agipcy recommends that the file series be cut off at the end of each:
' . "7 O Calendar Yesr; @ Fiscal Year; O Other _S5€C below then,

O Hold in the currant files area month{s) — ________ year(s); then
O Transfer to local holding area; hoid year{s); then

O Transfer to State Records Center;hold . __vyear(s); then

O Destroy.

O Transfer to Stats Archives for parmanent retantion.

O Other (Specify)

Ruled Out Cases - For various reasons no action required or anticipated.

Confirmed, Suspected or Undetermined Cases - For various reasons further action
required or anticipated.

Ruled Out Cases - Cut-off file at 'the end of fiscal year, hold in current files area
(Central Registry) for 3 years; then destroy.

If at any time during the retention period, additional reports are received, the file
will be brought forward to the current year.

| ' (See Attached Sheet )
Thess mstructions apply to all prior and future accumulations of the series.

rAaeuev HudlDes_ignog (Signature) _ Date | Records Management Officer /Signature) - Date

ConsorolMWeore. 1oy | Wik~ § el M‘“ RELCY

/-\ State Records Committee (Signature) Date
Recommendations in para- g : ' | '
araph 12 are approved. State Auditpr/Design - 2077/

(If disapproved, attach latter é _

of explanation.) Secretary te/Designee 2—-2y-77
7 T

St 77

Attornay Genenl/Desigrg/
m.w_—?_u Aev, 76 7 ' ~ 7 (Reve




Department of Human Resources ! Page 3
Division of Social Services

Program Unit - Protective Services

47 Trinity Avenue

Atlanta, Georgia 30334

#6 (continued)

aid in planning and development of abuse programs objectives. Georgia Code
Annotated Section 74-11]1 requires mandatory reporting by certain individuals
who have cause to believe that a child has been physically injured, other than
by accident, by a parent or guardian. These individuals include physicians,
nurses, social workers, teachers and others responsible for health, welfare or
education of children. Individuals making reports are provided confidentiality
and immunity from civil or criminal liability resulting from such reports made
in good faith. :

#12 (continued) .

Confirmed, Suspected or Undetermined — Cut-off file at the end of fiscal year,
hold in current files area (Central Registry) for 10 years; then destroy.

If at any time during the retention period, additional reports are received, the
file will be brought forward to the current year.
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